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JOB DESCRIPTION 

Job Title: Goodwood Art Foundation: Learning Co-Ordinator (Schools)

Reporting to: The Head of Learning 

Background
The Goodwood Art Foundation is a brand-new not-for-profit Community Interest Company located on the Goodwood Estate. Spearheaded by The Duke of Richmond, this world class contemporary art foundation has been formed to promote three pillars of Art, Environment and Education. 
Our purpose is to benefit adults, young people, and children through providing access to important works of contemporary art set within a stunning natural environment that has been carefully designed to promote nature and encourage biodiversity. A comprehensive education programme is linked to both the artistic and environmental elements of the programme and will target those schools and pupils in most need of support. 
Working with leading figures in the curation of contemporary art, award winning landscape design and leading education programme, we have created something truly unique with a global focus. 
Purpose of Post 

The purpose of this role is to provide essential administrative and coordination support to ensure the smooth delivery and success of the school’s learning programme. By working closely with the Head of Learning and the team, the role helps to foster strong relationships with schools, colleges, and teachers, enabling the Art Foundation to build new audiences and local partnerships. Through effective planning and meticulous administration, the role ensures that educational groups feel well-supported and inspired to engage with the programme, ultimately contributing to the growth and impact of the Goodwood Art Foundation Learning Programme.

Main Duties & Responsibilities 

· Proactively deal with enquiries, bookings and requests from schools. Maintain booking systems; for pre and post visits and record feedback.
· Ensure database is updated and oversee mailing list.
· Manage the handling of all formal and ad-hoc inbound communications; put in place and provide efficient mechanisms for responding to correspondence, including passing on to the relevant people where applicable. 
· Coordinate diaries, meeting and reports; including maintaining the calendar for the department, capturing weekly activities and statistics for analysis and reporting.
· Oversee delivery of learning visits on the day, including set-up, welcoming and orientating guided groups.
· Delivery of creative tours and provide support with creative workshops.
· Demonstratable experience of studio management and support with preparation of materials for sessions in the Learning Hub including support with invoice payments.  
· Work with the Head of Learning to coordinate Freelance Artist Educators and Volunteers for day visits and respond to staff questions relating to bookings. 
· Provide operational support to ensure itineraries of visiting groups run smoothly on a day-to-day basis; this will include liaising with other teams within the Art Foundation. 
· Support with delivery of Family and Community projects
· Support the Head of Learning with ad-hoc projects to further the objectives of the Learning programme. 
· Any other duties as may reasonably be expected to successfully perform the role. 


Professional Qualifications / Relevant Education & Training 


Essential 
· Be adept at multi-tasking in a fast-paced and varied environment
· Discretion when dealing with sensitive information
· Skill in preparing reports and writing meeting minutes
· Excellent phone manner 
· Be willing to work in a variety of locations including outdoors when required 
· Ability to work without close supervision and take day-to-day decisions
· Passionate about art education
· Confident in MS Office, Word, Outlook, Excel, PowerPoint
· Interest in the environment
· Enthusiasm to foster an inclusive culture for internal and external audiences. 
· The postholder will be expected to work flexibly to meet the needs of the role, which includes working occasional weekend, bank holidays and evenings. Advance notice will be given. 

Desirable 
· Experience of working in an arts education environment.  
· Experience of working in a culture or heritage setting 
· Knowledge of Children’s wellbeing 


Qualities:

· Self-reliant
· Attention to detail 
· Ability to prioritise and organise
· Proactive
· Positive, friendly, “can do attitude”
· Great learning agility 
· Excellent communicator – written and verbal
· A sense of fun!

Other Requirements:

Valid driving licence and own transport due to location.

The successful applicants will be required to hold or be willing to carry out an Enhanced DBS (Disclosure and Barring Service check), as well as adhere to all Safeguarding and Health and Safety policies and procedures and Public Liability Insurance.
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